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Advanced Search – Search Tab 
 

Core: Note: Contains Fuzzy - Use the fuzzy operator to expand searches to include words that are spelled similarly to the specified term. 
This type of expansion is helpful for finding more accurate results when there are frequent misspellings in your document set or if you’re not 
sure how something is spelled. 
 
Subject: Pembroke 

 
 
Sender Display: Pembroke  

 



  
Page 2 

 
  

Sender Display: Pembroke OR DesRosier 
 

 
 
 
Attachment Name: SMART 
 

 
 
Attachment was named: SMART Meeting Pro Reference Gu 
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If you select Save rather than open – you will get this screen. If you Save File, then it will download and you can click on the green arrow to 
open it and then do a file Save As to a location of your choice. 
 

       
 
  

 



  
Page 6 

 
  

 
Property Examples from two different messages 
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Recipient: Pembroke 
 

 
Click on Recipients + to see limited list of recipients; Click on From or Subject to open message and see all recipients. 
 
 
Recipient: Rebo OR Rankin 
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Recipient: Rankin AND Rebo 

 
 
Category: follow up or urgent 
 

 
 
If I assigned a category to an email before it was archived, I can search on that category. 
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Message Contents: Desktop 
 

 
 
Contains Fuzzy - Use the fuzzy operator to expand searches to include words that are spelled similarly to the specified term. This type of 
expansion is helpful for finding more accurate results when there are frequent misspellings in your document set or if you’re not sure how 
something is spelled. 
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When you create a search under the Core tab, you can narrow down the search with the Date Range Filter. 
 
 Subject: GroupWise – Last 6 months - (last email in Retain is dated 22 – August) 
 

 
 
This gave me a lot of returns – perhaps I can narrow it down. 
Subject: GroupWise – Last 30 days 
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If I think the email came in August, I can do a Custom search for August 1 through August 30 
 
Subject: GroupWise – Custom: August 1 through August 30 - 3 Appointments and 6 Emails 
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Once you select a search under the Core tab, you can narrow down using the Scope Tab – since we only Retain Mail items, some of the 
choices in Item Type section will not yield any results. Choosing Received or Sent in the Item Source may narrow down the results 
depending on the search terms in the Core tab. 
 
Scope – Item Type: Appointment 
 
 

 
 
Original Search – Subject Contains (exact) GroupWise + Appointment checked in Scope Tab = 3 Appointments 
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Scope – Item Type: Mail and Item Source: Received 
 

 
 
Original Search – Subject Contains (exact) GroupWise + Mail checked in Scope Tab Item Type + Received checked in Item Source = 5 Emails 
Note: 1 Email was Sent so it is not listed here. 
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Sort: Sort Results - First by Sender 
 

 
 
Original Search – Subject Contains (exact) GroupWise + Mail checked in Scope Tab Item Type + Received checked in Item Source = 5 Emails + 
Sort First By: Sender 
(Note: 1 Email was Sent so it is not listed here.) 
 
Notice: the red symbol on one of these emails. This is a tag that I added. 
 
I do not recommend using Tags at this time – tagged items did not appear in the Browse – I will check it tomorrow to see if it cleared them. 
 
 
Demo Exported Items  
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Create Tags on Tag Definitions Tab  
 

 
 
Retain is now listed as a Tag: 
 
 

 
  

Type Name of Tag 
 
 
 
Click Save Changes 
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Hit Search Button to continue previous search 
 
To apply the tag: Click a checkbox in front of that email or click at top next to Type to select all 
 
New Tag Icon now shows on the toolbar – click on icon to add tag to checked items 
 
 

 
 
Apply Tag to any messages that are not yet tagged. Select the correct tag from the Selected Tag dropdown list. 
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When you Browse the Retain tab, you will be able to see that an email is tagged by the little red symbol: 
 

 
 
Sort: Sort Results - First by Sender and Tags Retain: 
 

 
 
This search had nothing in Core or Scope – just Sort and Tags for Retain – hold cursor over red symbol to see what the tag is (can have more 
than one)  
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Misc. Tab – is designed for Appointments and Tasks – which we are not generally archiving. 
 
I receive notification when an appointment is posted or sent to the IT Training Calendar, so these are in my mailbox and do get archived if 
not deleted within the 5 day grace period.  
 

 
 
 
Original Search – Subject Contains (exact) GroupWise + Appointment checked in Scope Tab = 12 Appointments 
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Start Date = Beginning Date for Appointment and End/Complete Date = End Date for Appointment 
 
1st appointment was created on August 22, 2014 and will begin and end on September 8, 2014 
 
2nd appointment was created on August 4, 2014 and will begin and end on September 4, 2014 
 
 


